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DATE: June 16, 2003

SUBJECT: Purchasing Card Invoice Number Clarification

UMB Bank, our contractor for the state purchasing card program, is automating their
payment posting procedures. In order for them to accurately post payments from the state
agencies for payment of monthly statements, the invoice number field on the SAM Il Financial
payment document must be completed as specified in the cardholder manual.

The cardholder manual states “When a cardholder invoice is submitted for payment, the
invoice number to be used on the payment document should begin with the two digit month
and two digit calendar year of the billing statement. It should be followed by the last eight
digits of the cardholder’'s account number”. UMB Bank is receiving some payment data with
three digits of information for the date or the date following the eight digit purchasing card
number.

Attached is a sample statement showing the source of the invoice number. If you have
any questions, please contact Teddie Velleri, 751-3289.

TV/oper/purchasingcardinvoicenumbering

Attachment



MONTHLY STATEMENT

Card Service Center
P.O. Box 419734 C915
Kansas City, MO 64141 0046 V7C 0120

PLEASE WRITE IN

AMOUNT OF
M PAYMENT ENCLOSED

DOENA

EATSINCH

0.00 06/10/03
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PURCHASES, CASH ADVANCES, PAYMENTS, CREDITS AND ADJUSTMENTS
REFERENCE NUMBER SINGE LAST STATEMENT AMOUNT

0502 0504] 24308033WENFNX766 | SCHRIEFERS OFFICE EQUI  JEFFERSON CTYMO 14.28
| : MCC: 5999  MERCHANT ZIP: 65109
| i SALES TAX: $ 0.00 TAX INCLUDED: 0
i i CUSTOMER CODE: 00000000000000000
3164| 0815| 243080347ENFNX756 | SCHRIEFERS OFFICE EQUI  JEFFERSON CTYMO 0.75
: : MCC: 5999  MERCHANT ZIP: 65109
i i SALES TAX: $ 0.00 TAX INCLUDED: 0
: : CUSTOMER CODE: 00000000000000000

0515| 0516 243080348ENFNX75J | SCHRIEFERS OFFICE EQUI  JEFFERSON CTYMO 14.28
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MCC: 5999 MERCHANT ZIP: 65109

SALES TAX: $ 0.00 TAX INCLUDED: 0
CUSTOMER CODE: 00000000000000000
TOTAL PURCHASES $29.31
TOTAL $29.31
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" FINANCE CHARGE | PURCHASES/DEBITS
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AVERAGE DAILY BALANCE
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PERCENTAGE RATE SR i WiV POBox219?35 P.O. Box 419734
e s iR 400 1—66 iRt Kansas City, MO 64121-9736 Kansas City, MO 64141
INPORTANT: CERTAIN ADOITIONAL FINANCE CHARGES
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